@ Job Aid | Creating the project plan in Planner

Overview

This Job Aid defines the steps to follow to develop the project plan in Planner.

There are five (5) core actions required to develop the project plan:

Create the project plan

Identify the work (Predictive and Adaptive)
Establish dependencies

Assign resources

Estimate the work and manage the overall plan

vk

Create the plan in Planner

- Project Manager ﬂ Planner

1. CREATE NEW PLAN FROM SCRATCH (OPTION 1)

a. Open Planner from the Teams App Bar. Alternatively, you could open Planner in a web browser using
https://planner.cloud.microsoft. Both these options assume you are using Planner installed in the default
environment. If your organization is using Planner in a named environment, please follow your organizational
procedures. Select My Plans from the Planner navigation on the left.

Q ‘ Planner
Activity
Chat o My Day
& ) My Tasks
Teams
s
= My Plans
as Yy o
Calendar
% E3 My Portfolios
calls
Pinned
()
R Template - Software Develop...
Q . Absolute Technology R500 In...
senseilQ Acquisitions Program > Project - Al

Mining Shovel
G] B ning 7OVE comparison
e Municipal Transit Authority

Build Sidewalk on Madison A...

Q
My Work . On-going IT Suppert and En...
= 2025 IT Portfolio > Support - 2025
o JlRl=ES 2025 Customer Support
:ﬂj Kestral Data Center Relocation

"I‘ twork Router Upgrade
Planner

b. Click New plan on the right.

B8 My Plans ° -+ New plan |@

Q Recent Shared Personal Pinned My Teams Recommended
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c. Here you can create a new plan from scratch or access a series of templates provided by Microsoft. While you are
welcome to explore these built in Microsoft templates at your leisure, for now select Premium.

Create new X
N 2
+ =3
o £3) Preview
Basic Premium ) .
Start with grid and board Timeline, goals, and new Al features Plan with Project Manager
Al-assisted planning and execution

Project Manager Templates ~ §2 Preview

P [=|
o - B. — g
L= - 1

= 4 Q en
Research Report Competitive Analysis SWOT Analysis Market Study

Basic and Premium Templates

\.n./ f" _-‘1 -ﬁ

Simple Plan Project Management Software Development Sprint Planning

See all templates >

d. Give the project a meaningful name. You will likely want to select Add to my pinned plans to make it easy to
find this project in the future. For now, leave the Group blank.

< Create a premium plan from scratch x

Name *

Type a name

o D Add to my pinned plans

Add to a group (optional) s

1. CREATE NEW PLAN FROM AN EXISTING SCHEDULE OR TEMPLATE (OPTION 2)

a. Open Planner from the Teams App Bar. Alternatively, you could open Planner in a web browser using
https://planner.cloud.microsoft. Both these options assume you are using Planner installed in the default

environment. If your organization is using Planner in a named environment, please follow your organizational
procedures.
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Q ‘ Planner iz
Activity

Chat 1 My Day

& B My Tasks

Teams

28 MyPlans o

Calendar

&

Calls

P31 My Portfolios

Pinned

(@]
== @ Template - Software Develop...

Q . Absolute Technology R500 In...
Senseilq Acquisitions Program > Project - Al

(':’/ ' Mining Shovel comparison
rmmas Municipal Transit Autharity

iQ @ Build Sidewalk on Madison A...
My Work . On-going IT Suppert and En...

iQ 2025 IT Portfolio > Support - 2025

Eiies @ 2025 Customer Support

@

Copilot

'6 twork Router Upgrade
Planner

b. Click the Shared Button, and then search for and open the template you wish to base your new plan on.

@ Kestral Data Center Relocation

(T4 Q. Search (Ctrl+Alt+E)
o ‘ Planner i 88 My Plans
Activity
?t 10- My Day Q o Personal Pinned My Teams Recommended
=
& ©) My Tasks
Teams
MName
I == My Plans
Calendar
B My Portfolios - Absolute Technolegy R500 Infrastructure
Call:
- Binned Abselute Technology R400 Infrastructure
(@]
OneDrive @ Template - Software Develop... o Glabal Acquisitions
iQ . Absolute Technology RS00 In...
Sensei1Q Acouicitione Pronram > Proiact = Al

c.  Click the down arrow immediately to the right of the Template Plan name and select Copy plan.

Q. Search (Ctri+Alt+E)

My plans > . Global Acquisition Goals 5 Grid

e Project Manager is an Al agent that ca @8 Export to Excel your pre
) O Copy plan
Q) Filter by keyword
@ Team files

[y Copy link to plan

Task Name (D Plan details

1 (O v Global Acquisitions

d. Notice that the name is initially set to the original name plus “Copy”, so you should change this right away by double
clicking on the Plan name. As with Option 1, leave the group blank for now.

o [E) Global Acquisitions - Copy P fEGrd [ Board (D Timeline (@ Reports (5 Charts 88 People @ Goals

Q Filter by keyword o lobal Acquisitions - Copyj

Plan Owner
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he}

he}

1. CREATE NEW SCHEDULE FROM AN MPP FILE (OPTION 3)

a. Toimport an MPP file, you need to use the Project Power App. Please contact your System Administrator if you do
not have this URL as it will be different in every organization. Once you are in the app, navigate to Plans and then
from the ribbon, select Import. In my case, due to my screen size, | need to select the ellipsis to see Import. As
you can see you have several other import options which you can explore on your own. Select Import from MPP.

s v [ Exportto Exco
< Back L
Excel _
@7 Import from Excel
15
B8 Import from CSV
07 Import from XML i
Project Desktop vl
[€ Import from MPP o
v

b. You can define the Work hour template based on organizational policies to set the working hours for this plan.
While you can change the Project manager's name, please be aware that this person will be the owner of the plan
so you should only change this field if someone else will be taking over the plan right away. While you can select the
Schedule mode as needed, we recommend you leave it as Fixed duration. Select the Choose File button.

Import from MPP
| & Import
Work hour template * I'd Default x
Project manager * i":!' Steve Caseley x B
Schedule mode Fixed duration
MPP file : Noﬁle chosen
c. Search for and select the MPP file to be imported and then click Import.

Import from MPP

(8] [G3 Import

Work hour template

Project manager

Schedule mode

MPP file

“©

* L“ Steve Caseley (Available) X

" Fixed duration

6

Project Plan Template.mpp Delete

hel

kel

d.  When the import is complete, a summary of the results will be presented. The new plan name will initially be set
to the import file name, but you can change it as needed. Click Go to project to see the results on the Summary and

Tasks tabs.
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File import and validation

[Your file has been validated and import is in progress.

Unsupported Qccurrences Changes
Manual tasks 3 Manual tasks have been changed to automatically scheduled tasks.
Resources 8 All resources were removed.

og] -

2. CONFIGURE PLANNER

a. Add custom columns to capture project specific information by opening the project in Planner and ensure you are
in the Grid view.

My plans > Composite Track Engineering Study o i Grid | Board

b. Select Add column and then + New field.

wyplans > [@ Composite Track Engineering Study. ~ £ ii Gid [l Board [ Timeline (7 Reports  (§j Charts 2 People @ Goals [ Ass
Q Filter by keyword
Task Name Start ~ Effort ~ + Add column

1 () vComposite Track Engineering Study 6/2/2024 3183 hours & b New field
2 O Project Start 1/612025 0days @ Quick look
3 ()  VEngineering Study 6/2/2024 3183 hours 548.63 days Finish
')  Evaluation Criteria 2/6/2025 558 hours 4225days o Assignedto
5 O ~ Track weight requirements 2/6/2025 120 hours 15 days 9 Priority
& O Document minimum, average and maximum train weights 2/6/2025 40 hours Sdays O Bucket

&) Fvaluation criteria comnlete 9/6/2025 0 hours 10 da O Lebels

c. Define the type of field.
d. Give the new column a meaningful name.

New field

This field will be available to all tasks in the plan.

Type

Text d

: Field name

Name your field ‘

Cancel
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3. SHARE THE PLAN

a. Open the project in Planner, and then click Share from the top right corner.

My plans > [E) Composite Track Engineering Study ~ $Grid () Board @D Timeline (F Reports  (§ Charts &% People @ Goals ... °| & share + |

b. Based on organizational group policies Create group (recommended) or Add to existing group.
c. Search for and select the team members and stakeholders.

Invite members X
Add members to create a group. Already have one? Choose an existing group.
i Create group Q. Add to existing group o
Your new group
Composite Track Engineering Study 74
Add members to create a new group
Enter name Q
d. Click Create group to create the team as a Microsoft 365 group.
Invite members ®
o=
% .
e Project Manager Planner

1. CAPTURE PROJECT DELIVERABLES

a.  Open project plan in Planner.
b. Click Grid from the ribbon. You can apply these same steps to Identify Work using the Timeline view.

My plans > Composite Track Engineering Study ° & Grid
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c. Create a project start milestone as the first line in the new plan. Replace "Add new task' with a project start milestone.

My plans > Composite Track Engineering Study ~

Q) Filter by keyword

Task Name Duration ~~

1 (O Project Start Milestone Q

Ensure that the Duration column is visible.
e. Select Add column to add it if necessary.

Task Name o Assigned to Start v Finish ~~ % completa “/ !Ql -+ Add column

(O Project Start Milestone 0%

f.  Set the Duration to zero to make it a Milestone.

Task Name v~ a Duration

O Project Start Milestone 0 days

g. Define the first phase of the project by typing the phase name in the 'Add new task' area.
h. Continue to add the first deliverable in the same way.

Task Mame ~~ Duration ~~

Project Start Milestone 0 days

Project Kickoff

Project Norms and Collaboration o

Task Name Duration

Hover your mouse over the deliverable name to activate the ellipsis and click on it to open the task sub-
menu.
j. Click Indent task to make it a "child" of the Phase.
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Task Name Duration Assig
Vv Project Start Milestone

Project Kickoff

Project Norms and Collabe D] 0 details
Add new task ml—» Make subtask

& Cuttask

O copy task

k. Continue to add Milestones, Phases, and Deliverables in the same way.

Task Mame ~~
()~ Project Start Milestone

() v Project Kickoff

O Project Norms and Collab...
1

Task Name m

2. CAPTURE PROJECT SUB-DELIVERABLES

a.  With the Phases, Deliverables and Milestones identified, the high-level Work Breakdown Structure (WBS) is complete.
Now we need to decompose the WBS into sub-deliverables (if needed) and tasks (to be discussed in the next
section).

b. Insert a new line between the first two deliverables by selecting the second deliverable.

c.  Hover your mouse over the deliverable name to activate the ellipsis and click on it to open the task sub-menu.

d. Click Insert task above to add the sub-deliverable.

1y plans > [EJ Composite Track Engineering Study ~ % @ Grid [ Board
Q4 Filter by keyword
Task Narme - Duration ~ Assign
1 () ¥ Project Start Milestone
2 (O vProject Kickoff
3 O Project Norms and Collaboration
—. . o n details
o) Project Management Plan )
|- Make subtask
s O Project Acceptance Process and Procedures
Ie| Promote subtask
-+ Add new task
X Cuttask
D copytask
T Delete task
@ Copy link to task

e. Hover your mouse over the new sub-deliverable and select the ellipsis to open the task sub-menu.
f. Click Make subtask to make it a sub-deliverable.
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My plans > Composite Track Engineering Study + i Grid [ Boarc

Q Filter by keyword

Task Name Duration Assi
1 (O Vv Project Start Milestone
2 (O v Project Kickoff
3 O ~ Project Norms and Collaboration

. . (@ Open details
2 O Project Sites and Work Hours

- |- Make subtask |o
o O‘ Project Collaboration Norms ®

{e| Promote subtask

& O Project Acceptance Process and Procedures
X Cut task
. Add new task
O copy task

»B Insert task above

Ti] Delete task

g. Continue to decompose the WBS as required.

w

CAPTURE PROJECT TASKS

The final level of decomposition is to decompose the sub-deliverables into detailed tasks.

Insert a new line between the first 2 sub-deliverables by selecting the second sub-deliverable.

Hover your mouse over the sub-deliverable name to activate the ellipsis and click on it to open the task sub-menu.
Click Insert task above to add the first task.

a 0o ow

My plans > Composite Track Engineering Study + i Grid [ Board

Q Filter by keyword

Task Name Duration  Assig
1 (O Y Project Start Milestone

2 ()  “Project Kickoff

3 O ~ Project Norms and Collaboration

(® Open details
2 O Project Sites and Work Hours P

—_—
— 1|1 e subtask
O Project Collaboration Norms Ql :
1 | .

mote subtask

6 O Project Management Plan
X Cut task

70 Project Acceptance Process and Procedures
O copytask

o »B Insert task above

I Delete task

+ Add new task

@ Copy link to task

e. ldentify the first task and then hover your mouse over the new task and select the ellipsis to open the task sub-menu.
f. Click Make subtask to make it a sub-deliverable.
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My plans > (£ Composite Track Engineering Study ~ # i Grid @ Bo:

Q Filter by keyword

Task Name Duration ~~ A
1 () ¥ Project Start Milestone
2 (O v Project Kickoff
3 O “ Project Norms and Collaboration

(© Open details
2 O Praject Sites and Work Hours P

A |- Make subtask e
o @] ‘ Define core work hours for eachsite (D

I promote subtask

& O Project Management Plan
% Cut task
7 O Project Acceptance Process and Procedures O Copy tesk
g. Continue to decompose the WBS as required.
[dentify the work (Adaptive)
- Project Manager ﬂ Planner

1. CONFIGURE THE BOARD

a.  Open project schedule in Planner.

My plans > [E) Mobilize Sales Team # 0 i Board

b. Click Board from the ribbon.

c.  Configure the board by creating buckets (columns, Kanban processes) as appropriate for the project delivery approach
by clicking Add bucket and giving the new bucket an appropriate name.

My plans > Mobilize Sales Team ~ # G @ Timeline @ Reports  (§ Charts 82 People

Q Filter by keyword

Bucket 1 o Sprint 1 Add bucket

4+ Add task +  Add task

d. Continue to add buckets until the board is fully defined.

2. CAPTURE STORIES

a. Capture the first story for the project by clicking Add task from the appropriate column and capture the story.
Click Add task.
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wy plans > [E) Mobilize Sales Team . # @ Grid @8 Board [ Timeline & Reports  (§ Charts 88 People

Bucket 1 Sprint1

| Add task o

Sprint 2

c.  Continue to add stories to the project in the same way.

3. ORGANIZE THE BOARD

a. Ensure the stories are in the correct column/bucket by dragging and dropping them into the appropriate location.

Establish dependencies

- Project Manager

ﬁ Planner

1. CREATNG DEPENDENCIES IN THE TIMELINE VIEW

a. Ensure you have the appropriate project open in Planner and the Timeline view selected.

b. Hover your mouse over the end of the Gantt bar for the successor, and then click and drag to the beginning of the

successor task

¢.  And release the mouse to create the dependency. This will create a Finish-Start dependency with no Lead or Lag
only. See Step 3 below for details on how to edit existing dependencies and/or create new dependencies to use a

different type and Leads/Lags.

Q Filter by keyword

G Charts 8 people ' Goals (3 Assignments

wyplans > [E) Mobilize Sales Team ~ & ard E—l° @ Rreports

T Filters  ZOOM  e—

200 How

iol@

oct
Sepa Sep21 Sep2s oats

1 () Project Start Milestone

H ()~ Project Kickoff :

3 O Project Norms and Collaboration Pl [

4 O Define core work hours for each (D) = o@

5 0O Project collaboration norms {p O

6 (O Project Management Plam

d. Create additional dependencies in the same way.

My plans > [E)) Mobilize Sales Team ~ & 8 Gid D Board

Q Filter by keyword

Oct

i3 Timeline @& Reports

G Charts 83 People Q@ Goals [ Assignments

= Filters ZoOm  e—

Sep 14 Sep21 Sep28

oas n; W12 13T BB M s

72829303 1 2

1 O Project Start Milesione

() Project Kickoff I
[

Project Narms and Collaboration (e

z
T
4 O Define core work hours foreach O 1 (%
- |
s O Project collaboration norms on Il

& (O Project Management Plam
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e. A single task can have many predecessors and successors.

My plans > [E) Mobilize Sales Team ~ £ @Gid [ ooerd @ Timeline @ Reports  (§ Charts 88 People D Goal &
Q) Filter by keyword T Filters Zo0m  ee—) [
") Project Kickotf ) :
s O Project collaboration narms ()
2. CREATNG DEPENDENCIES IN THE GRID VIEW
a. Ensure you have the appropriate project open in Planner and the Grid view selected.
Ensure the Depends on and Dependents columns are visible.
¢. Clickin Add column to add one or both as needed.
Wy plans > [E) Mobilize Sales Team o B Board @ Timeline @ Reports () Charts 92 People P Goals £ Assignments B & shae -
2, Filter by keyword B Baseline = Filters 8 Conditional coloring

1 O Project Start Milestone

2 O v Project Kickaff 10/8/2025 127272025 40 days

d. Click in the Depends on column to add a predecessor task or

My plans > (8 Mobilize Sales Team + £ i Grid 3 Board @ Timeline @ Reports @& Charts &5 People
Q Filter by keyword
Task Name Depends on v Dependents (aft... \v Start
1 (O  Project Start Milestone
2 (O v Project Kickoff 10/8/2025
3 O Project Norms and Collaboration 10/8/20095,
4 @] Define core work hours for each site 10/8/2025
5 Project collaboration norms
O J] o Suggested tasks
s O Project Management Plam 3 Project Norms and Collaboration | >
T Add new task 1 Project Start Milestone | >
e. The Dependents column to add a successor task.
typlans > [E) Mobilize Sales Team ~ ®Grid (@ Board [@Timelne & Reports § Charts 88 People P Goal E
). Filter by keyword (=i
Task Name Depends an Dependents (aft. Stant Finigh
1 (O Project Start Milestone
() v Project Kickoff 10/8/2025 11/4/2025
Project Norms and Collaboratin 10/8/2025 11/4/2025
a O Define core work hours for each site 10R/2075 117402025
s O Project collaboration norms | 10/8/2025 11/4/2025
6 O Project Management Plam
- ! B o Suggested tasks
+  Addnewtask 6 Project Management Plam

f. Select the appropriate dependency from the auto-generated list or begin typing a task name or line number to
select a different task.
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Wy plans > [E) Mobilize Sales Team £ @ Gid @ goard D Timeline (@ Reports (5 Charts 93 People D Goals £ Assig
Q. Filter by keyward S pa
Task Nam Dependts on Dependenss (st Swart Finish

1 () Project Start Milestone

2 (O ~Project Kickoff 107872025 11/4/2025
3 O Project Narms and Collaboration 10/8/2025 117472025
o] Define eore work hours for each site 10/8/2025 11/4/2025
s O Project collaboration norms E2Ect Start Milest SERITEIL] 11/4/2025
§ O Project Management Plam ‘ 1 Project Start Milestone |

+  Addnewtask o 3 Project Norms and Collaboration >

6 Project Management Plam | >

g. Click on the right arrow to open a panel where you can change the dependency type and/or add a lead/lag in
the delay type.

10/8/2025 Dependency type Hide preview

T
Suggested tasks _
L
3 Project Norms and Collaboration o
| >

Task 4 can only start once task 3 finishes.
1 Project Start Milestone

@ Finish to Start ES
() Finish to Finish FF
e () start to Start ss
O Start to Finish SF
Delay type pan
‘ Immediate g | 0 days

3. CREATNG DEPENDENCIES IN THE TASK PANE

a. Ensure you have the appropriate project open in Planner.

un

b. Inany view, hover your mouse over a task to activate the “i” icon and select it to open the task pane.

My plans > Mobilize Sales Team + i Grid @ Board (@ Timeline

Q Filter by keyword

Task Name Depends on ~
1 (O Project Start Milestone
2 (O vProject Kickoff

3 @) Project Norms and Collaboration

a2 O Define core work hours for each site

5 @) Project collaboration norms

6 O Project Management Plam

c. Click Add dependency, which is near the bottom of the Task Pane to add a predecessor task(s). You cannot add
successor tasks using the task pane.
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Depends on

This task doesn't depend on other tasks

Add dependency o

Attachments

Add attachment

Select the appropriate dependency from the auto-generated list or

d. Begin typing a task name or line number to select a different task.

Depends on

This task doesn't depend on other tasks

o | Kearch for tasks |

Suggested tasks

o 4 Define core work hours for each site | >

3 Project Norms and Collaboration | >

1 Project Start Milestone | >

e. Click on the right arrow to open a panel where you can change the dependency type and/or add a lead/lag in

the delay type.
Depends on
This task doesn't depend on other tasks
Searc J
Dependency type Hide preview
. Sugi
4L - J | > e
3P [ >
Task 5 can only start once task 4 finishes.
1F ‘ >
@ Finish to Start FS
(O Finish to Finish FF
o () startto Start ss
O Start to Finish SF
cond Delay type 4pan
Immediate hd | 0 days
Col
° .
e Project Manager Planner

1. ASSIGN RESOURCES IN THE TIMELINE VIEW
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a. Ensure you have the appropriate project open in Planner and ensure you are in the Timeline view.

b. Hover your mouse to the immediate left of the Gantt bar left hand border to show the hidden add resource icon
and click it.

My plans > [E) Mobilize Sales Team ~ £ 8 Grid tuo

Grepors G Chars &2

Q_ Filter by keyword

Oct 2
Sep 14 Sep21 Sep2d Octs ns 10 11 12 13 14 15 16 17 18 19 20 21
1 (O Project Start Milestone ]

2 () Vv Project Kickoff

3 O Project Norms and Cullaborauo

4 QO Define core work hours for each site

5 O Project collaboration norms

6 (O  Project Management Plam

c. Search for and add the team member(s) to the task.

My plans > Mobilize Sales Team +~ # B Grid (D Board &3 Timeline
Q Filter by keyword
Oct
Sep 14 Sep21 Sep 28 oct5 m
1 (O Project Start Milestone :l
2 (O vProjectKickoff
3 O Project Norms and Collaboration %
4 Define core work hours for each site
o |tina X
s O Project collaboration norms o Everyone else
6 (O  Project Management Plam Tina Hamilton
TinaHamilton@senseiprojects..
el now tack

2. ASSIGN RESOURCES IN THE BOARD VIEW

a. Ensure you have the appropriate project open in Planner and ensure you are in the Board view.
b. Hover your mouse over the card to show the ellipsis and click on it and then select Assign task.

My plans > [E) Mobilize Sales Team « £ o  Board

Bucket 1 Sprint 1
Add task {- Add task

(O Project Management Plam

O Project collaboration norms
20day F Label

B G Assign task

~ @ Copy link to task
O pefin
site ] Delete task

> Move right

¢ Or click on the Assign Resource Icon.
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(O Project collaboration norms

20 days
— o
11/04 o <o

() Define core work hours for each
site

20 days

= o
11/04 <o

d. Search for and add the team member(s), or select from the unassigned list to them to the task.

(O Project collaboration norms
20 days

— O
11/04 <o

tir] X

o Everyone else
Tina Hamilton
Tina.Hamilton@senseiprojects...

3. ASSIGN RESOURCES GRID VIEW

a. Ensure you have the appropriate project open in Planner and ensure you are in the Grid view.

b. Ensure that the Assigned to column is visible.
Select Add column to add Assigned to if needed.

My plans > [E] Mobilize Sales Team o [ Board [ Timeline & Reports  § Charts 88 Pecple  Q Goals 3 Assignments &) & Share »

), Filter by keyword S}t Baseline = Filters & Conditional coloring

Task Name e Dapencs an. Depandants sf. S s E acd colurn

Project Start Milestone 10/8/2025 Today

d. Click in the Assigned to column and select the Add Resource icon.
e. Search for and add the team member(s) to the task.

My plans > (&) Mobilize Sales Team ~ # # Gid [ Board @ Timeline & Reports & Cl

Q Filter by keyword

Task Name Assigned to v Depends on|
1 (O  Project Start Milestone

2 (O v Project Kickoff

3 O Project Norms and Collaboration o %
4 Define core work hours for each site .
© |tma‘ X
s O Project collaboration norms o Everyone else
6 (O  Project Management Plam Tina Hamilton
Tina.Hamilton@senseiprojects...
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Estimate the work

% .
e Project Manager ﬁ Planner
1. ESTIMATING THE WORK IN THE GRID VIEW
a. Ensure you have the appropriate project open in Planner and the Grid view selected.
b. Ensure that you have the Effort and Duration columns visible.
¢. Click Add column to add one or both columns as needed.
My plans > Mobilize Sales Team o EH B Board ([ Timeline @ Reports @& Charts &2 People Q Goals 3 Assignments (G S Share ~
Q Filter by keyword &4 Baseline = Filters €3 Cenditional coloring
Task Name el Effort v Duration v |Assigned|uv Depends on ‘ Dependents(@l + Add column |
O Project Start Milestone 1 day
d. Enter the task estimate in the Effort column based on estimating the amount of work required to complete the task or
e. Inthe Duration column based on estimating how long the task will take.

My plans > Mobilize Sales Team ~ £ i Grid (H Board D Timeline @ Reports &

Q Filter by keyword

Task Name Effort » Duration ~~
@) Project Start Milestone 1 day
() v Project Kickoff 40 hours 4 days

@) Project Norms and Collaboration °| 40 hours | 1 day
@) Define core work hours for each site ol 4 days

2. ESTIMATING THE WORK IN THE TASK PANE

a. Ensure you have the appropriate project open in Planner.
b. In any view, hover your mouse over a task to activate the “i"

icon and select it to open the task pane.

My plans > Mobilize Sales Team . # £ erid @

Q Filter by keyword

Task Name
(O Project Start Milestone

(O~ Project Kickoff

O Project Norms and Collaboration e

c.  Enter the task estimate in the Effort remaining box based on estimating the amount of work required to complete the
task or

d. Inthe Duration box based on estimating how long the task will take.
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Project Kickoff

O ‘ Project Norms and Collaboratiod ‘

& Assignto

) Add label
Add a note...

Start Finish

‘ Set start date ‘ ‘ Set finish date ‘

Duration plete
[eg 2 | 3

Bucket Priority

‘Eu:kaﬂ V‘ ‘ ®  Medium V‘

Sprint
Backlog hd

~  Checklist

Add an item

v Effort

Completed Remaining Total
‘ Eg."8h" Q* ‘ Eg."gh" ‘ = | Eg."16h"
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